Email to successful candidate after interview

Subject line: Your interview with [Company Name] for the [Job Title] position

[bookmark: _GoBack]Hi [Candidate Name]/Dear [Candidate Name],

Thank you very much for meeting with us to talk about the open [Job Title] position. It was a pleasure getting to know you. We have finished conducting our interviews.

On behalf of [Company Name], I am delighted to inform you that we have determined that you are the best candidate for this position.

[We would like to invite you to a meeting with our CEO to further discuss the details of the position. You will be able to ask any questions you may have about the job and job duties.]

Or

If you decide to accept this offer, please reply to this email by [date, eg Monday, June 3rd]. I will be able to [send a meeting request/send the assignment]. Please reach out to me if you have any questions.

I am looking forward to your response,

Regards,

[Your name]

[Email signature and contact information]
